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PROGRAMS OF THE CLIERICAL TRAINING DRANCH

There are throe soparate programg previded by the Cloyicel
Training Braneche. '

1. The Clerical. Induction Program is given ot [N 25X1A
and is designed for two groups: (a) those clerical emplaysese«
fully cleared or provisionglly cleared--who have nob yebt ot fpency
gtandards in typing and ghorthand, and (b) those elerical empliyess
provisionally cleared and swaiting their full clesrance. It is
presently geared as a one-week course with additionsl work thed
may be arranged for a second weck. Since epproximately 50% of new
clerical ewployees these days are fully cleawved when they report
to the Agency, lesz than half of the new people attend the Clericell
Induetion Coursa.

2. The Clerical Orientation Propram is requived for all nsw
cleared clerieal personnel prior to their assigmment to sn oifinag,.
) Tt is given in Alcotd Hall snd i8 a twoedsy course For ail clevia,
- a thres~day covrse for all who type, There is no ropetibion Lere
of materinl given in the Clerical Induetion Courses (Extensica 2056)

3o The Clerleai Refresher Frogrezm Is given at Alcobb Hall
for on=duly personnel. Thrsc=ueek courses in clerical swbjecin ave
offersd every fourth weck., These includes (2) standard elericsd
subjects offered each time (typing and shorthard), (b) ecuvses
offered periodically (typing shortouts, filing, English Usage, ote.),
(¢) courses given on request (stenotyping, report writing, telophonc
lab, specidl filing problems, dietation course for bozses, scorsaie
ing, Correstondence Mamal, etc.)

It 18 important to note theat an individual may algn up for =n
hour each day or for as many hours as desirsed. The Clerieal Ioe
frasher Program is desisned to meet the needs and requests of all
offices. It is not a rigid and unvarying schedule of claszes.
{Extension 2100) ‘
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= | Clerical Oriehtatlon Course |

w | | : !
U ‘ Gutiine of Content

Security - Stressed throughout overy class.

Elements of lntelligence

Intelligence defined, Introduction to masic: information necessary
to understabd mission of JILA, | ‘
|

Orgenization of ib

‘ } | |
Structure of U, S. Government, and this Agen¢y's relative position
in it. Spe¢ial emphasis on, eurreat changes,,reorganizstion.
. Reconmwndedireadint; fer background in govern@ent, intelligence.,
| ‘ : ?

Covernment Terminélogy

Introduction to wexrda peculiar to govermment, and to antelligence;
sclentific aand geographic words. Spelling stressed. Use of
dictionery.

W | | l

Agency Forms and éroccdures

Mogt frequeptly useq forms éxplained, using flua(}raph. Prougtical
problems. ‘ '

Orgenizetion of C1

L

Ixplanation of internal str@zcture of Agency, with emphasis on
functions. ‘ 1

Office Frotocol

b
£
t
f;
£
|
|
!

Discussion qf mamap T3latiops on the job. iAgeent on office
courtesy, pyucetuality, diporetion, adaptabil:&ty, attitude.
Examples ¢if2d of epecial Agency probloms within this nreq,

and of pitfgils to avoid. kersonnel Evaluation Report explained
as firgt stq‘p in Career Service I’lan. Oversgas glamons piayed
down; problgn of collage girl in clericsl slot discusgod.

i
Buildings end :,slmtf»g" o8
h Practical info;'cmati'on regarding physical J.ocafcion of buildinge.
shuttle rouviks. ‘ ‘ S
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ity falrastion

QLA Regulations

Categnrise o lomiaicos, 'qd respective methods for herdling.
Maintenaneco of nanusl, :

Background T:ptuml. of 8 gunerel nsture.

Mailing Procedures 2nd Locumeat Clgssification

Instruckicrs for bardlias medl slassified up $o Top Secret.

b
=5

ling

General infomiaiion on Apensy systems. Practfeel problems.

.

Library
Infommation o freilitics avallatle; instruetibns as to how to
use them.

Azea Utudy

Geopolitical ¢onsepbs. LTfort to stimulate méﬁinft and study.
Erphogis o a¢rrest spellin:, where To find information, eta.

A

Telaphone Techniguaeg

Courtesy, seuurity resirictions. Dracticel information on
where to «all for varioud services.

Telephone Lab

Physical sat uu of Ammm' phorgg.  Accent on voice qualiiy,
neipfulness, generat. approacgh.. Lach student's wvoice reg: rdy

durding phone coenversation and played back for analys;\s ané
self-critics sm,

d
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Mechenics of Cox ;dsmndance

ixercises - ,i‘;:,ei to peirt ap weakne;sses in sy ellmg,

punctua’si-"g ca; ntalumion, and hyphemzatia'l Brief
statement: 92 current usage. . :

Iyping Shorteu ts‘

Practical mobJ.uw usiiyr typewriter: ...tencla , dittog, corbon
copies, la:.sa -8, rough draft preperation, tebls ‘., arasures;
chain i‘eadxne, 0 ¢ards . envalopes.

Correspondence I.i:x.npali.

e o ca;

Intensgive ta.lf f--tay of _eeture and study of Cin corres; cndence
Practical problems using this infomation.
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STATINTL

$03
501
510
503

S01
510

502
503

503
502
503
502
503
503

WWMB

CLARTCAL xuﬁ TO8 TRAINING

omi' « of ﬁ iii;g

é $:30- 9:15
i:m—laz'0§

Ror25-3420
ht 1522400

?3095-'1?«50
§1190~ 1:50
‘iuss- 2540
F'SS*- 3130
stw 3130
prho- ka2s

Bh&rﬁuu I P
w:mos K
'ﬁm Monitor
mngmg T P
Shorthand II | K
Typing Practice il@mltor
mm ) :
Shorthand Pﬂ?ucu Dlpnitor
fyping 11

Shorthand ’h#tiea anitm-
English Usage A X
Tping (odd)  x
nglish Usage i P
Geograpny M

Word Usage | K
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